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Overview 

Onehub makes it easy to securely store, organize, and share files in the cloud. 
Onehub organizes information in Workspaces, secure spaces that make it easy 
to organize your information and control exactly what invited users can see. A 
Workspace is like a folder, only more powerful with messages, comments, 
dashboards and more. Just like on your computer, use folders to organize your 
content in the way that works best for you. 
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How to create a Workspace 



Creating your first Workspace is simple. From the User Home , simply click create workspace 



Create a Workspaces for each project, teams, clients, or department in your company. 



How to create and organize folders 

Just like on your computer, use folders to organize your content in the way that works best for 
you. No tags or labels required. 
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Easily move or copy multiple items to a different location in your Workspace or an entirely 
different Workspace altogether by selecting items and clicking Move/Copy. 
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Uploading files 



Upload multiple files at once by clicking the Upload button or simply drag and drop files in to 
your browser. Drag and drop is not supported in Internet Explorer browsers. 
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If you use Google Chrome , you can even upload an entire folder by clicking the upload button 
and choosing Upload a Folder. 




You can select multiple files at once by holding down Shift and clicking on them. 
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Inviting users 

Share your files with others by inviting them to a Workspace, folder or file. Simple, role-based 
permissions allow you to easily control access including limiting user's to view-only 
permissions. Inviting users allows you to track activities for each individual and provides the 
most secure way to share. 

To invite users to a Workspace, click on the Share icon in the upper right. 



Q onehub files jjj; Company Files 



Share 



To invite users to a specific folder or file instead of the whole Workspace, click the 
Permissions & Sharing icon to the right of the item you would like to share. 
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Enter one or more email addresses for people you would like to share the Workspace, folder, or 
file with; select a role; and click Invite. 



Click the Help icon next to the role to view detailed permissions for each role. 
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Invite Users to Shared Files 
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The first time a user has been invited, they will receive an email invitation that they will need to 
accept. When accepting, they will be asked to enter their name and choose a password. On 
subsequent invites, they will be sent an email telling notifying them of which items they have 
been granted access to with a link to sign in. 

After you have invited them, the users will be added to the user list for future management. 
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Learn more about Roles and Permissions and How to Manage User Permissions . 
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Sending a link to a file or folder 

Secure links provide an additional way to share folders or files with others. With links, the user 
does not need to sign up for a Onehub account. Share files with secure links when you want to 
simplify the process for users and don't need to track activity for each user. 



To share a folder or file via secure link, click the Link icon next to the item you want to share. 
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To share the link you click Copy and paste it somewhere yourself, or click the Email button to 
send it directly from from Onehub. You can also click Reset to clear out all link settings and 
generate a new link URL. 
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You are viewing the secure link to. 
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Role [ Down loader I 



SAVE 



Additional options allow you to require a password, set an expiration date, and change the role 
for guests accessing the link. 



How to get help 

If you need any more help getting started, you can contact the Onehub support team via phone 
at 877-644-7774 or via email at support@onehub.com. 
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